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Organization Administration

& Only users from an organization (company) who are members of
that Organization’s Super Administration group or the
Orgnaization’s Administration group, unless noted otherwise,
can perform the actions described in this guide.

Before team members can be added to a project workspace a
Citadon CW account must be created providing a log-in ID and
Organization ID.by their Organization administrator(s). The functions
that and Organization Administrator may need to perform are:

» Create Organization Units (sub-organizations such as divisions and
departments). Note that Citadon System Administrators are the
only ones who can create the initial Organization (top-level, parent
organization). This parent organization must be created before
OUs may be created.

» Add or remove organization users and create their Citadon CW
account.

» Modify Organization information.

» Create Organization Workspaces to manage organization’s
functional information.

» Create groups, and configure Business Processes and reports for
Organization Workspaces.

From the left-hand navigation bar, select your Organization in the
Organization Administration tab

Click the + sign to expand an Organization. Continue expanding the
listing until you are at the appropriate level to administer the
Organization Unit.

Create or Modify an Organization Unit
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parent Organization/OU name and select Create.

Use the Create Organization Wizard to add the necessary input for
creating the OU.
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Organizational Unit General Information

The first step in the wizard is to add the general information for the
organizational unit.

1. Organization Name: Type in the name of the
organizational unit. It is recommended that the parent
organization name be included in the OU name. For
instance, Citadon Engineering would be the name for the
Engineering OU in the Citadon organization.

2. Organization Status: Set the status to Active.

3.  Workspace Status: Typically, this would be set as
Inactive until authorized to create an Organizational
Workspace.

4. Administrator: The creator of the Organizational Unit is
the OU Administrator by default. If you desire to assign
administration to another person, you must first create the
account, if it does not already exist, for this person. In
addition, if you want to maintain administration involvement
but have others assist with administartion, you should add
others to the Super Administration or Administration group.
See the Creating/Modifying Groups section.

5. Parent Organization: This is set automatically and cannot
be changed. Make sure it is correct. If not click on Cancel
and start over from within the correct Organization.

6. Organization ID: This also is set by default and cannot be
changed. ltis the ID of the top-level Organization.

7. Code: This is an optional field that can be used to add a
unique identifer for this OU, such as a work group number.

8. Other Non-mandatory Fields: Trade, Profession, Web
Site, Description, and Notes are optional fields that can be
used to provide additional information and clarification.

When finished, click M

Contact Information

;- Contact Information

Contack Type:® [+ Primary Contact

Address1;* |2Ell Mission St, Suite 2900

Addressz; I

Address3: I

City:* [San Francsico

Country/Region:* (15,4 hd
State/Province: |- alfornia hd
Postal Code:*  [a4105
At least one Phone
IMam ﬂ I"IE'EE‘Z'lE‘E‘8 Number and E-mail is
required For Primary
I[Sele(t] j I Contact,
| ] =] |
I[Select] LI I

E-mail:* Ijbowman@citadon‘com

Clear Contact

* Indicates a required Field

Add the mandatory items - Contact Type, Address1, City, Postal
Code, Phone Number, and email address - in the Contact
Information screen. The address for each OU must be unique.
Therfore, if necessary, add a unique item to the Address2 line, such
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as a floor, suite or room number. Note: the E-mail field typically
contains the email address of the primary administrator for the OU.
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When finished, click ﬂl You will be asked to confirm the
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necesssary. Otherwise Click to create the OU. This

will take a few minutes to complete.
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When the OU is created you will be presented with a confirmation
screen.

Click &I to continue on and add additinonal contact

information, create user accounts and create groups. Creating users
and Creating Groups will be covered in the next section. Click

e to close the wizard.

Creating and Modifying CW User Accounts
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User accounts may be created in two different ways, singly or in
groups.

Note: Before creating users it is recommended that they be
contacted and informed that accounts will be created for them,
and provided with their Organization ID which will be needed to
complete their registration.

Create Single User Account

To create a single user, click

x
 General i
First Name:* | Login ID:* |
Last Mame:* I E-mail:* I
[ Contact
Use Primary Organization address Apply
Cankack Type:* lm
Address1:* I
Address2; I
Address3 |
Ciby:* |
[} Country/Region:* [[5elect] -
StatefProvince:  [[Select] ~
Fostal Code:* l—
frran = | bt nd Ells
IFax j I r[enqrilgx:SFurPrlmary
[site =
Jother =l
Account Expiration:™® |—;|
Password Expiration:® [1an Days
Session Time Qut:* lﬁ g
ot | cawedl | e |

Complete the mandatory fields - First name, Last name, Login ID,
Email and Contact Information noted with an asterisk (*). Login ID
must be at least 6 characters and is case sensitive. Each person
must have a unique email address. In addition, an Account
Expiration date must be set (preferably far enough in the future).
Modify Password Expiration and Session timeout, if necessary.

Create Multiple user Accounts from Template
For creating accounts for more than one user use the Citadon Create
User — Basic Excel template.

It is recommended that the Citadon
. =

Create User — Basic Excel template be %’BSHUD

used to create one or more user =, My Computer

_ _ © Local Disk (C:)
accounts by importing the template. [:ID;raongZm e

The excel template can be found in the ] Citadon
C:/Program Files/Citadon/Citadon ] Citadancw
CWI/Templates subfolder on your hard [R5 T

drive.

Complete the template by adding the mandatory fields, First name,
Last name, Login ID, Email and contact information noted above with
an asterisk (*). Login ID must be at least 6 characters and is case
sensitive. Each person must have a unique email address. In
addition, an Account Expiration date must be set (preferably far
enough in the future). Modify Password Expiration and Session
timeout, if necessary. Use copy-paste commands whenever possible
to duplicate addresses and minimize input. When the template is
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complete, rename it and save to your preferred directory on your hard
drive.

A | B | c I D | E \
1 *First Name Middle Name  *L ast Name “Login 1D *E-mail I
2 |Subcontractor Cne lsubcantractart_lsubcontractori@citadon ca
3 | General Contractor? grontrary o - citadon. corm

b B ogin ID (required):

4 |Architect One architec] eqer User Login ID adon.cam
i walid Login ID must ke at
5] least 6 characters long

Return to the Modify Organization Users screen in CW.

X
~Drganization Users
First Name | Last Narne ‘ E-mail Address | LoginID =
Architect One architect1@citadon.c architect1
Charley MacPhee cmacphee@deloitte.« cmacphee
Chicago Tlinais noone@citadon.com  chicagodl
Consultant Examinerl consultantl@citadon consultantl
Consultant Examinerz consulkant2@citadon consultant2
Consultant Examiner3 consulkant3@citadon consultant?
Consultant Examinerd consultantd@citadon consultants
Corinne Ostrowski costrowski@deloitte, costrowski
Customer One customer@citadon.co customer1
W Dema Userl demouser001@cdtad: cwdemol
W Dema User10 demouser0l0@ctad: cwdemold
W Demo User100 demaouser 100@citad: cwdemol00
W Demo Userll demouser011i@cdtadc cwdemoll
W Dema User12 demouser012@cdtad: cwdemol2
W Dema Userl3 demouserl3@ctad: cwdemol3
W Demo Userl4 demouser014@ctad cwdemol4
W Demo Userls demouser01Si@dtadc cwdemol s
W Dema Userlg demouser0l6@cdtad: cwdemols
W Demo Userl? demouserl 7@citad: cwdemol?
W Demo User18 demouser01§@ctadc cwdemol s
W Demo User1® demouser019@dtadc cwdemold =
[« ) : | _'l_I
{Create User,., | Import User List... Reassign | Modify I Delete I
Close I Help I
. Impork User Lisk, ..
Click
ereateneens X
Creste New Users
Frut Horm® Mk N Lz e gt | et
el 2
Fricss [ALT + M) o croste o rems row i 1rver clatia
® vdcales a rrgued fiekd. [mpart..

cote | cowel | e |

From the Create New Users screen, cIick&I, and

navigate to the folder you saved the completed template, select it and
Cpen

click In a few moments the names will appear in the
Create User listing. Users will be notified by email that an account
ahs been created for them. A link will be provided for them to login to
the Citadon Registration page where they will be asked to review their
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contact information, record their desired password and secret
questions and answers that are used if passwords are forgotten.

If modifications are needed to be made to the user’s account

information, click el
on the appropriate tab.

and make the necessary changes

Refer to Quick Reference Guide - Reassigning Users for information
on how to reassign all project workspace responsibilities from one
individual to another. User responsibilities must be reassigned before
an individual can be removed from an organization.

Creating and Modifying Groups

Groups are only required for use with Organizational Workspaces
(OWS) or for assigning many organizational users to several or all
project workspaces. Refer to the Quick Reference Guide - Addition of
Every Project Groups to Project Workspaces. Creating groups for
OWS follows the same method as creating groups for Project
Workspaces. Refer to Quick Reference Guide - Modifying a Project
Workspace for guidance.

Organizational Reports

The one standard report that is an organizational report is the
User/Group Login Report. A Users/Group Login Report enables you
to click on a user or group within the report to see the details of each
login session for the user or group selected, based on the date range
chosen. Refer to the Quick Reference Guide — Reports for guidance
on how to create the User/Group Login Report as well as other
reports that may be run for Organizational Workspaces.

Organization Workspaces (optional)

To create Organizational Workspaces, select the General Information
for appropriate Organization or OU from the list of Organizations and
click Modify. Next, set the Organization Workspace status to Active.
This will create a workspace. Only users who are in the organization
Account Administration group can set the OWS status to Active.

Citadon Customer Support

Citadon CW

Hours: 6am - 6pm PST
mailto:support@citadon.com




